Time Management CPR

Your greatest resource is your time. – Brian Tracy

Top Ten Time Stealers

	Time Stealer
	Remedies



	1. Telephone Calls
	1. Keep them short.

2. Keep them focused.

3. Schedule calls.

4. Answer calls only when available.

5. Limit repeat calls.



	2. Email
	1. Turn off email alert.

2. Use filters to put email in folders.

3. Set/schedule time to read and respond.

4. Be brief and use bullets.

5. Check recipients. Do you need to know this?

6. Resist use of “reply all”.

7. Keep it professional.



	3. Personal Callers
	1. Be polite.

2. Acknowledge but don’t engage.

3. Schedule time to meet.

4. Be brief.

5. Be honest.

6. Use body language.



	4. Meetings
	1. Communicate meeting purpose in advance.

2. Provide ample notice and reminders.

3. Have an agenda.

4. Be prepared.

5. Start on time.

6. Keep meeting focused.

7. End on time.



	5. Poor Communication
	1. Target the right audience.

2. Get to the point.

3. Have a purpose.

4. Stay focused.

5. Mind your manners.

6. Clarify to avoid confusion.

7. Ask questions to gauge understanding.




	6. Can’t Say No
	1. Develop a plan.

2. Use the plan as a reason for saying no.

3. Value your time.

4. Provide alternatives.

5. Delegate when possible.



	7. Unplanned Interruptions
	1. Schedule for unplanned interruptions.

2. Review the plan.

3. Prioritize activities.

4. Revise plan to accommodate when necessary.

5. Reschedule planned activities.

6. Adjust time committed to activities.

7. Delegate.



	8. Poor Planning
	1. Plan for 15 minutes in the morning and 15 minutes in the afternoon.

2. Make the time.

3. Make planning a priority.

4. Use SMART goals. (Specific, Measurable, Action Oriented, Realistic, Time Bound)

5. Put your plan in writing.

6. Commit to tasks in writing.

7. Define dates and priorities.



	9. Procrastination
	1. Create a plan.

2. Keep a written list of priorities.

3. Hold yourself accountable.



	10. Looking for Things
	1. Plan for organization.

2. Take the time to get organized.

3. Create a system.

4. Review your filing system.

5. Get rid of things.

6. Schedule ongoing organization time.

7. Delegate when possible.




